
-. . 
- .  

STA.TE OF GEORGIA 
RECORDS RETENTION SCHEDULE 

RECORDS SERIES PROFILE ,i 

APPLICATION #900716-02 Sheet 1 o f ,  1 4 .  

! SCHEDULE !#: 77-0437-A. 

I 

8 .  

EFFECTIVE DATE: 05/31/91 

E f f e c t i v e  Date: 11/10/77 
Supersedes Schedule #: 77-0437 

Agency Code: 0466 
Agency: Department o f  Pub l ic  Safety 

Creat ing 
Office;! Personnel and T ra in ing  Sect ion 

Ser ies 
Tl t le/Dates:  "Background Inves t i ga t i on  F i l es , "  1986 end cont inu ing 

Access: Closed (OCGA 50-18-721 
Class: I nd i v idua l  ' 

Related To: Background inves t i ga t i ons  o f  i nd i v idua ls  apply ing f o r  
pos i t i ons  with the  Department o f  Pub l ic  Safety as t roopers,  
d r i v e r s '  l i cense examiners, and rad io  operators f o r  t he  
Georgia Department o f  Safety. 

Arrangement: Alphabet ical  by appl icants  name 

Retention 
Requirement: Admin is t ra t ive:  t h ree  (3) years 

Media: Paper 

D i  sposl t i on 
Ins t ruc t i ons :  Cut o f f  a t  end o f  calendar year, 

Hold i n  cur ren t  f i l e s  area th ree  (3 )  years, then 
Destroy. 

This records re ten t i on  p lan  gives the  State Records Committee approved 
re ten t i on  i ns t ruc t i ons  f o r  t he  named records se r ies  by the  named c rea t i ng  
o f f i c e .  

Secretary o f  State Designee 
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OFFICE O F T H E  SECRETARY O f  STATE 
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INSTRUCTIONS: .be Publidion No. 76-EM-! for instructions on completing this form. Forward siaded driainal to 
Department of Archives and History, Records Management Division, 330 Capitol Avenue, Atlanta, Georgia,"30334, 
Attention: Scheduling Section. I 

FOR AGENCY -_____- 
ipplication Date Department of Public Safety 

I__-. P. 0 .  Box 1456 
Personnel & Training Division 

Atlanta, Georgia 30301 tpplication Number 

_I ___ - I 
~ - ________I - - I__- I____ ~ !. Person to Contact Working Title 

K. D. Rearden Personnel Officer 

_I -_I 

FOR RECORDS MANAGEMENT USE - .._ I_ I^pl______ 

Aoolication Number . .  

I- 77- -. cJ37 --_ 
Date Received Date Completed 

656-6070 

' a. 
b. 

0 Estaotisn Retention Scheduletrecord will continue to accumulate. 
0 Dispose of present accumulation: 60 further accumulation anticipated. 

Latest 
Background Investigation Files . .  

_________L__II_ _,-_.I l_l_l___ 

What is the function of the Division and the Office in which this record series is created? 

Iarliest 

i. Division and Office Function 

Personnel and Training Division 

Provides administrative control and supervision over the personnel, investigative and 
training functions of the Department. 

n 

~ - -  - --1 ___ I_ .-_I_. 
__ 
I. Record Series Description 

Documents relating to: 

This f i le  contains the following documents linclude form numbersand rirles, if any): 
Attach samples of the file. 
Request for confidential background investigation of all Troopers, 
Communication Officers, License - Examiners and Clerk Dispatchers. 

Included are: Form GSP 1-1 (cover letter for background investigation) which 
designates when the investigation was sent out to be investigated; 
to whom; the position desired; and, the applicants name and address. 
Also, copy of Merit System application, and correspondence pertinent 
to the case. 

File is arranged: Alphabetically by applicant's name. . 
'tr 

I ---.- ---- __ -__z_. _____ -c__.- ____-___- 
8. Monthly Referenca Rate How often are records referred to which are: 

One to six months old 
twenty-five months and older-- --7 

9. Annual Rate of Accumulation of Remrds 

50 .-; Seven to twelve m h h s  old - - 25- ; Thirteen to twenty-four months old - - -5- . 
._  __- I y--.---_u.__I- I_ --1- 1 ____-.- -__-I--- __.----II 

Letter-size drawers - A-; Leyak ize  drawers ---__. -; Shelves ;Other (WMjfyJ _ _  -. . 
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y--s.-I _I-.-_- -'-L4-~-. -'. -~ . .  , 
----tz, - 

li fficial copy of the series? - 
- -- -I_ -__ .. -__- 

es the series contair)confidential information requiring security handling? . I f  yes, cite law or regulatioe. 
_I_l_s__ -------l------------ 4 - --- - - A  

i .  
i __ __ __-__ esearch value? . ~ _ _ _ -  -_I__ 

uments in the file hake it necessary to keep the entire file for a long period, could these 
- __ ..I-- 

r i a  ~ ~ u b l i s h e d ~ ~ s ~ ~ ~ ~ ~ ~ - c ~ ~ . y - - ~ -  
tained in this series ever analyzed and/or recorded in a summarized report? 

I __I .__lf..WL3~€h.CQPL..__ __.._ ~ ~ - I-_- i I.-__x..____ ---.--.-._I ~ - .  

- _Jtues .&3fe t  -- .. - _.-__-__- - __ i d _thir~xxid~amaia~ mr ~ i o n P f . i t i r e s ~ ~ m r ~ o ~ ~ e . d ? -  - ~ _ _ _  ____ __l -_~_ 
11. Retention Requirements 

h. 1s thore a duplication of this series in  your office, or in another office or agency? 

-- - 

-.__- _-- 1- 

The following requires the series to be kept: 
.$\ 

a. State Law years. d. Audit period --years. 
-..-.--years. --years. . .  e. Administrative ~- ~ need b. Statute of limitation 

c. Federal law . -_____.-_years. f.  federal retention instructions -----years. 

Five (57 

-. ii. __ L- D s ~ t h e r P ~ ~ r e r i ~ ~ ~ r n ~ , ~ ~ ~ ~ ~ ~ ?  

~~~ -~ ~~. ~. 

Attach copy or excerpt of laws or regulations. Explain administrative need. 

Background investigations are completed on all uniform class applicants. 
files are kept current approximately three ( 3 )  years. 
and must be accounted for. 

Applicants 
Investigations are confidential 

__- .--_- _I_ - I--__. --__ 
12. ADoroved Disposition Instructions This agency recommends that the f i ie  series be cut off a t  tht end of each: 

El Calendar Year; 0 Fiscal Year: 0 Other ~ -__ then, 

19 Hold in the current files area ,.--month(s) 3- year(s); then 
0 Transfer to local holding area, hold 

C4 Destroy. 
0 Transfer to State Archives for permanent retention. 
0 Other (Specify) 

-yearb); then 
Q Transfer to  State Records Center; hold --..--year(s); 2 then 

. ( 1 Concur 

( Nonconcur 

These instructions apply to a l l  prior and future accumulations of the series. 

-- 

'If disapproved, attach letter 
>f explanation.) 

Attorney GeneraVDesignee 
--.____.._____I 
14-5(J-71. j. ?ti 
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7.ACIION K t Q U E S T E D  
ESTABLISH DISPOSITION STANDARD; DISPOSE OF PRESENT ACCUMULATION; 
RECORD WILL CONTINUE TO ACCUMULATE. NO FURTHER ACCUMULATION ANTICIPATED. 
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Background I n v e s t i g a t i o n  F i l e s  

' * What is t h e  fbnc t ion  of  t h e  o f f i c e  i n  which t h i s  record  series is c rea t ed?  

The Uniform Divis ion  i s  r e spons ib l e  f o r  t h e  p a t r o l  of streets and highways of t h i s  s tate 
t o  i n s u r e  t h e  s a f e t y  of l i v e s ,  i n j u r i e s ,  and p rope r ty ,  t o  i n v e s t i g a t e  motor v e h i c l e  
acc iden t s ,  t o  be a v a i l a b l e  f o r  c i v i l  d i s o r d e r s  o r  n a t u r a l  d i s a s t e r s ,  l i c e n s i n g  of c i t i z e n s  
t o  ope ra t e  motor v e h i c l e s ,  suspension o r  revoca t ion  of l i c e n s e ,  acc ident  i n v e s t i g a t i o n  and 
computation of r e l a t e d  statist ics,  supe rv i se s  motor v e h i c l e  i n spec t ion  records  and d i s t r i -  
bu t ion  of motor v e h i c l e  i n spec t ion  s t i c k e r s  and o the r  documents and i n s u r e  t h e  s a f e t y  of 
t h e  Governor of t h e  S t a t e  of Georgia and h i s  family.  

Y COQY 
1. This f i l e  conta ins  t h e  fol lowing documents ( inc lude  form numbers and t i t l e s ,  if 

and f i l e  arrangement 1. 

Documents r e l a t i n g  t o  r eques t  f o r  c o n f i d e n t i a l  background i n v e s t i g a t i o n  of a l l  t roope r s ,  
r a d i o  ope ra to r s ,  l i c e n s e  examiners and c l e r k  d i spa tche r s .  

Included are: Form GSP 1-1 (Cover let ter f o r  background i n v e s t i g a t i o n )  which des igna te s  
when t h e  i n v e s t i g a t i o n  was s e n t  ou t  t o  bt: i nves t iga t ed ;  t o  whom; t h e  pos i -  
t i o n  d e s i r e d ;  and, t h e - a p p l i c a n t s  name and address .  Also, copy of Merit 
System a p p l i c a t i o n ,  and correspondence p e r t i n e n t  t o  t h e  case. 

The f i l e  i s  arranged a l p h a b e t i c a l l y  by a p p l i c a n t ' s  name. 



1 4 .  Is t h e r e  a dup l i ca t ion  I of  t h i s  series i n  mothe?  o f f i c e  o r . a g e n c ~ ? P e ~ s o n n e l  o f $ i C f x , 1  [ ] 1 
(Pa r t  of 201 f i l e  i f  app l i can t  is  h i red . ) :  

1 5 .  Is the  information contained i n  t h i s  series ever  summarized o r  publ ished? 
Attach copy of summary o r  pub l i ca t ion .  

16.  Does t h e  series contain c l a s s i f i e d  information r equ i r ing  s e c u r i t y  handling? 

17. Does t h e  s e r i e s  i n i t i a t e ,  amend o r  t e rmina te  agency p o l i c i e s  and procedures? 

18. Could the  funct ion be performed i f  t h e  f i l e s  were l o s t  or destroyed? 

19.  Is t h e  s e r i e s  ( o r  major po r t ion  o f  i t) r e g u l a r l y  microfilmed? I f  y e s ,  why? 

20. Does the  record series provide d a t a  as input  t o  an EDP f i l e ?  

21. Does t h e  record series conta in  documentation produced as EDP p r i n t o u t ?  

22. Has t h e  Federal  Government i s sued  i n s t r u c t i o n s  governing the r e t e n t i o d d i s P o -  

4 

s i t i o n  of these  f i l e s ?  

23. W i l l  t h e r e  be a need fo r  t h e s e  records 10, 15 years  from now? I f  y e s ,  what? 

2 _years :  i 24. REQUIREMENTS. The following r equ i r e s  the  f i l e s  t o  be k e p t  __ 
a. [ ]STATE b. []STATUTE OF c .  []AUDIT d. []FEDERAL e .  [dADMINISTRATIVE f .  []HISTORICAL 

LAW LIMITATION PERIOD L A W  DECTS ION VALUE 
(C i t e  Law, S ta tu t e ,  or other reason for  the  r r t s n t f o n  rrqiiiremc-ntl 

Any app l i can t  i n v e s t i g a t i o n  2 years  o ld  or o lder  has  t o  be completely 
re - inves t iga ted .  

- . - _- - - _--____- I_ 

25. AGENCY RECOMMENDATIONS. T h i s  agency recommends t h a t  t h e  f i l e  s e r i e s  be cu t  o f f  at the  end 
of  each -[dCALENDAR YEAR -[]FISCAL YEAR -[]OTHER ,then : 

X ]  Hold i n  t he  cu r ren t  f i l e s  area month( s )  / 1 y e a r ( s  ) : 
X ]  Transfer  t o  [ X I  S t a t e  Records Center [ 1 Local Holding Area; ho ld  1 year (s ) :  

Destroy. 
] Transfer  t o  S t a t e  Archives f o r  permanent r e t en t ion .  
3 Destroy immediately after cut-off .  
] Other: (Spec i fy7  

" 

( Indica te  briefly rationale t ional  r e m a r k s )  : 


